
DMHRSI BATCH ENTRY



SELECT YOUR ARMY 

LCA MANAGER ROLE



CLICK ON 

EXPENDITURE: PRE-

APPROVED BATCHES 

“ENTER” LINK



ENTER ALL THE INFORMATION REQUIRED 

BY THE 4 FIRST BOXES

CLICK ON 

EXPENDITURE



On Expenditure screen you’ll enter the employees information. Enter employees name and press the 

tab key. The system will populate the rest of the information



The employee’s 

record we are looking 

at was changed after 

the hours were 

entered and the 

organization was 

updated to A-NON 

DHP MEDICAL. In 

order to find the 

hours we need to 

reverse, we’ll have to 

select the appropriate 

record from the box 

and change the 

employee’s 

organization. 



As you can see, the 

system will 

populate the last 

assignment and we 

need to enter the 

organization to 

which the 

employee was 

assigned when the 

hours were 

entered.



ENTER THE 

APPROPRIATE 

PROJECT NUMBER 

AND CLICK ON FIND

ALL THE HOURS FOR 

THAT EXPENDITURE 

WEEK WILL BE 

POPULATED IN THIS 

TABLE



PRESS THE CTRL KEY AND CLICK ON EVERY ROW TO SELECT AND THEN 

CLICK ON REVERSE.

NOTE THAT THE EXACT QTY OF ROWS YOU SELECTED WILL BE HIGHLIGHTED 

IN THE REVERSE BUTTON



AFTER CLICKING “REVERSE” THE SYSTEM WILL TAKE YOU 

BACK TO THE PREVIOUS SCREEN AND YOU’LL SEE THE 

HOURS WITH A NEGATIVE SIGN LISTED AS WELL THE TOTAL 

OF HOURS REVERSED IN THE BATCH RUNNING TOTAL



CLICK ON THE 

CURRENT SCREEN 

ORACLE BUTTON 

AND SELECT CLOSE



CLICK ON THE SAME BUTTON TO FIRST “SUBMIT” AND THEN “RELEASE”



STEPS TO BATCH HOURS IN DMHRSI 

Note: This is a process recommended for exceptional cases, since the 

method to enter timecards in DMHRSi is through Timekeeper Entry



TO BATCH 

HOURS 

SELECT PRE-

APPROVED 

EXPENDITURE 

ENTRY



ENTER THE 

REQUIRED 

INFORMATION

CLICK ON 

EXPENDITURE



ENTER EMPLOYEE’S NAME AND MAKE SURE ORGANIZATION IS CORRECT

ENTER HOURS IN THE 

EXPENDITURE ITEMS TABLE. 

WHEN FINISHED CLOSE THE 

SCREEN



CLICK ON THE SAME BUTTON TO FIRST “SUBMIT” AND THEN “RELEASE”



Deleting a Batch in DMHRSi

Note: Incomplete Batches (“working” or “submitted” )will show as 

discrepancies in the DoD Batch and Timecard Compliance Report. 

Please “release” all batches or delete incomplete / not-needed 

batches before transmitting your MEPRS data.



Login to DMHRSi 

and select your 

role
(LCATimekeeper Managers / 

Specialists are allowed to 

perform this task by the 

system)

Select Entering a Pre-

Approved Batch



Observe the fields are colored yellow.

Press Ctrl + F11



Once the fields turn 

blue type the name of 

the batch followed by 

“%” and press Ctrl + 

F11



The system will 

populate the 

batch and provide 

status alone with 

the info about by 

who and when 

was created



The name 

should be 

highlighted

Click on the delete icon

When the confirmation 

message pop-up, click 

“OK”



The batch has been deleted!!!
If you want to confirm the success of your process go back and query again for the same batch. If 

everything was done correctly the system will not find the batch at this time.


